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JOB DESCRIPTION

Job Title: Operations and Fundraising Manager at Sheffield Chinese Christian Church
Responsible to: The Senior Pastor and the Church Council Chair

Purpose and Objectives: To manage the effective stewardship of our physical resources and
assets through the smooth running of all operational support for all regular church services,
events, and general use of our buildings. You will project lead all fund-raising matters within
the church. You will also take the lead in ensuring that we are compliant with relevant
legislation so that our working practices, ministries, facilities are fit for use in a welcoming
and safe environment. We expect you to seek out and apply best practice from church
administrator networks and other organisations and keep up to date with developments in
this field.

Main Responsibilities

Oversight of Administration of Church Ministry

e Inconjunction with the church staff and council, plan and implement annual,
termly and weekly events and overall management of the church diary.

o Act as first primary contact for the smooth running of Sunday services i.e. overseeing
Sunday ministry rotas and resource needs for baptisms, communion services etc.
and general Sunday related operations.

e Coordinate production of the Annual and Ordinary General Meeting (AGM and OGM)
reports, working closely with the council secretary and treasurer.

Fundraising
e Lead a fundraising team, aiming to develop and implement fundraising strategies.
e Responsible for supporting major fundraising programs, including writing and applying
for grants.
e Monitoring the day-to-day activities of the Church Fundraising issues.
e Contributes to the accomplishment of the Church Fundraising objectives by providing
logistical and administrative support including:
i.  Church Fundraising Record Management
ii.  Generating Reports for Church Fundraising
iii.  Aiding Church Fundraising Field Representatives
iv.  Church Fundraising Event Planning
v. Assists in the development of fundraising goals and soliciting funds and donors.
vi.  Work with the Church Council
vii.  Coordinate with other committees (fundraising, budget, financial, etc.) for dates,
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numbers, budgets and often write grant proposals to solicit funding from
external resources.

Event Management

Facilitate and help plan church events, including all outreach events and church
weekend away.

Oversee and liaise with members of church, volunteers, outside organisations and
other relevant parties for the use of church buildings, offices and Church Centre.
Liaise with all parties for the arrangements of weddings, baptisms and

funerals and overseeing each event through to the settling of invoices.
Manage volunteers, council members and staff involved with church events.

Buildings and Facilities

Ensure the use of all facilities are in line with the church mission and values and
oversee the day-to-day running of the church and Church Centre.

Liaise with the Resources Deacon and either support or take on any agreed actions
e.g. arranging repairs and maintenance all church owned property.

Serve as the named Health and Safety Officer — making sure all staff, volunteers and
visitors are provided with a safe environment that meet all statutory
requirements in accordance with the church’s Health and Safety Policy.

Maintain an operations manual containing guidelines for making best use of the
buildings, facilities and resources, and building a team of church workers and
volunteers who are familiar with these.

Governance, Compliance and Reporting

Ensure all necessary risk assessments, procedures and policies and are fully
compliant and enforced including:
i. Health and Safety
ii. Fire safety
ii. Food Hygiene
iv. Water safety
v. GDPR (will also be the named Data Officer responsible for GDPR)
(Safeguarding and DBS checks are the responsibility of the Church
Information Secretary)
Maintain complete and consistent file of all church policies and regulatory
requirements (both hard and soft copies).

Support Systems

Manage and develop administrative systems within the church office and steward the
church’s resources efficiently, considering the environmental impact.
Run the office — ordering licenses, registers, stationary, hospitality and kitchen supplies.
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Manage and annually review contracts, e.g. cleaning, IT and telecoms.

Manage software and hardware provision

Assist the Senior Pastor, Council and Heads of Ministry with other tasks and projects as
required.

In addition to this the Operation and fundraising manager will be expected to:

Attend the Pastoral and council meetings.

Place of Work: The employee will be working from home and an office space at Sheffield
Chinese Church.

PERSON SPECIFICATION

Essential Criteria

A mature Christian with a passion for God and the work of our church who agrees to
abide by the Sheffield Chinese Christian Church constitution.

Excellent verbal and written communication skills.

Church fundraising experience

Excellent interpersonal skills and the ability to relate with warmth and compassion to
people of all ages and backgrounds with staff, volunteers and church family.

Highly organised with good time management. Ability to juggle and prioritise tasks; who
can make progress on larger projects and regular tasks against a backdrop of
interruptions and pressing issues.

Imaginative and creative approach to problem solving, while having an eye for care and
detail across all tasks and projects. A ‘completer finisher’.

Ability to coach, develop and motivate staff and volunteers.

High competence with Microsoft Word, Excel, Outlook, and PowerPoint.

Comfortable with learning new technologies, software and hardware.

Desirable Criteria

Experience of office management or administration in churches.
Experience of dealing with contractors and suppliers.
Experience of developing and managing policies.

Experience of building management.

Knowledge of GDPR.
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